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Welcome to the State Procurement Office (SPO) Training Portal! The training portal has been designed
to ensure the State of Hawaii develops a proficient workforce of procurement professionals who expend
public funds in a manner that tdmpliant with applicable statutes, rules, and policies. The portal will
allow state and county procurement personnel to register online, take relevant procurement courses
on-demand, test their knowledge with interactive quizzes, and access their tragwogds as needed.

The training portal:

Offers a centralized source of learning,

Automates datekeeping and reporting procedures,

Bolsters knowledge retention with evaluation capabilities, and
Streamlines the learning process.
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This manual is intended f@epartmental Training Administrators who serve as the primary contact with
SPO regarding training issues and attendance at SPO workshops; responsible for distribution of SPO
Training Attendance Reports.

For the most recent version of the manual, go te Btate Procurement Office website at:
http://spo.hawaii.gov

Questions or comments about this manual may be directed to the State Procurement OfficeGi&B6
or spotraining@hawaii.qgoyv
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How toRegister

For best results, use Internet Explorer.

1. Go to: http://hawaiigov.percepium.com/
2. QickNo user account? Register here.

’ ¥\ State of Hawaii
J State Procurement Office

SPO TRAINING PORTAL REGISTRATION

Fill in the data below to register to the system. After registration you must confirm your e-mail in order to
be granted access to the system.

* First name:

SPO TRAINING PORTAL

Welcome to the State Procurement Office (SPO) Training Portal! The training
portal has been designed to ensure the State of Hawaii develops a proficient
workforce of procurement professionals who expend public funds in a manner
that is compliant with applicable statutes, rules, and policies. The portal will allow
state and county procurement personnel to register online, take relevant
procurement courses on-demand, test their knowledge with interactive quizzes,
and access their training records as needed. The training portal:

* Last name:

« Offers a centralized source of learning,

* Automates data-keeping and reporting procedures,

* Bolsters knowledge retention with evaluation capabilities, and
« Streamlines the learning process.

* Confirm email:

“ Island:

Oahu

* Domain:

Select

SUBMIT CANCEL

Powered by Percepium AB © 2018. All Rights Reserved.

3. Complete all required fields and cliGubmit

4. You will be required t@onfirm your email address by clicking on a link that will be emailed to
you (cannot be done through the mobile site)

5. After confirming your email, you will receive a second email with your username (which will be
your email address) and a temporary passsvor

6. Upon your first login, you will be prompted to provide a new password

7. To request Department Admin access, send an emaibtotraining@hawaii.gov
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How to Logn

For best results, use Intern&ixplorer.

1. Go to: http://hawaiigov.percepium.com/

ot N State of Hawaii
State Procurement Office

SPO TRAINING PORTAL FOCIN
Welcome to the State Procurement Office (SPO) Training Portal! This =88 Please enter your user name and password
training portal has been designed to ensure the State of Hawaii User name

develops a proficient workforce of procurement professionals who

expend public funds in a manner that is compliant with applicable

statutes, rules, and policies. This will allow state and county

procurement personnel to register online, take relevant procurement Password

courses on-demand, and access their training records as needed.

This training portal:

« Offers a centralized source of learning, LOGIN
« Automates data-keeping and reporting procedures,
« Bolsters knowledge retention with evaluation capabilities, and

d
« Simplifies the learning process. Forgot your username or password?

No user account? Register here.

English

Powered by Perceoium AB © 2017 All Rights Reserved

2. For User name, enter your email address
3. Enter your password
4. ClickLogin

If you forgot your username or password, click Bargot your username or passwordik.
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Howto Updateyour Personal Settings

1. From any pageclick onyour namein the topright-handcorner, then clickMy settings
2. A window will appear, which will allow you ¢dit your profile

PERSONAL SETTINGS

B i

My profile Change password Settings

First name:
Andrew
Last name:
2 Lum

E-mail:

andrew.a lum@hawaii.gov

User name:

lumaa

Phone:

586-0558

* Island:

3. You may also change your password by clicking oti@ge passwortieader
4. When finishecclickSave
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How toTakea SPO Workshop

1. From the Portal, click ofraining Catalogue
2. Click on the SPO Workshop
3. Qickthe LaunchContent button

D
<

TER state of Hawali
State Procurement Office

B SPO 001 - Procurement B...

SPO 001 - PROCUREMENT BASICS

5 (Number of ratings: 2)

INFORMATION STATUS
Content Brief workshop covers basic things personnel should Finished
know prior to conducting or participating in
procurement activities such as developing and drafting
a solicitation, reviewing, approving, conducting,
managing the procurement and administering the RATING
contract.

My rating

LAUNCH CONTENT

Length: 16 min

Handouts: SPO_001-ProcurementBasics_Ref.pdf = Download
SPO 001 Transcript.pdf Download

Updated: 9/14

Mandatory: Level 2 [prerequisite for all methods of procurement
and SPO 190 as of December 1, 2014). It is not
mandatory if procurement training completed prior to

December 1, 2014.

Recommended: Levels 1,3

Powered by Percepium AB & 2018. All Rights Reserved.

Rev.5/21/19 SPO Training PortBleptAdmin Manual 5|Page



How to ViewMy Training Report

1. From the Portal, click oReports
2. Then clickly Training Report

Results: Andrew Lum @

2/15/2019 2:47:47 PM [Hawaiian Standard Time)

Result summary (=30) Status summary (=30}
W Passed
[ Incomplete
) Not attempted W Started

Result status Status

Score
oo | I

Learning activity Type Result date Time spent Progress
SPO 001 - Procurement Basics E-learning module 9/27/2018 01:45:09

SPO 100 Part 1 - Competitive Sealed

Hicing E-eaming module 00:00:00 Not attempted
SRS Eay Com petveseated E-learning module 2/16/2018 00:00:58 0/100 Incomplete -
Proposals
SECILOSEaTCom petivesseated E-learning module 2/16/2018 00:01:18 0/100 Incomplete -
Proposals
5PO 110 - Emergency and Sole Source . §
Prmmreme E-earing module 8/23/2018 5.12:25.00 55/130 Incomplete -
PO 115 - Professional Services E-earning module 2/16/2019 oo03:3c | [N >: | 100/100 _—
SPD 120 - Small Purchase Method of i ’ TR NI T T 0%
s 5 — S — D= e
PO 122 - Basics of Writing y - IR T 0%
012 it — s | ovmas D e
SPD 126 - Procurement Code of Ethics and i - IR M (11 08%
— o | e | s e |
5P0 127 - Understanding, Detecting and i : LU R IR
e st E-eaming module 2/16/2018 00:06:17 100/100
SPO 128 - Information Session on Hawaii . .

e E-eaming module 2/16/2018 00:01:24 0/100 Incomplete -
5PO 130 Part 1 - Construction . e
oL E-earning module 2/16/2018 00:06:04 407100 Incomplete -
SPO 135 - Contract Aministration E-earning module 2/16/2018 00:06:21 0/100 Incomplere _
SPO 137 - Contract Law Fundamentals E-learning module 2/16/2019 02:0528 R 01T T 0e% 100/100 _—
SPO 145 - Green Purchasing E-earning module 2/16/2018 0oe3s | ([N  100/100 _—
SR e e Reg irenente fos E-learning module 2/16/2018 00:03:38 % Joo/00
Contracts
PO 155 - Intra and Out-of-State Travel X o
o151 — s p— |
SPO 160 - Inventory Management E-earing module 8/22/2018 0:02:03.00 50/100 incomplete |1 Started |
SPO 175 - pCard Overview and Updates  E-learning module 9/28/2018 0:22:36.00 807100 Incomplete _
m:;‘; gECan EIozraiCaangesnad E-learning module 8/22/2018 0:03:57.00 0/100 Incomplete -
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How to View Training Reports f6our Department

1. From the Portal, click oAdministration

2. Alist of users from your Department should be displayed. If not, seleetsfrom the drop
down in the main window.

3. Select all users for whom you want to run a repdtou may seledhe checkboxn the header
to select all users.

4. ClickReportsin the right panel

System administration - b X

Q Create lu_ Import 0

EENES . (o = -

:!- Accounting and General Sel 3 items found Export search result to report a 1 3 users selected
First name Last name ) [ preserve View items €
@ Hillary Clinton Send registration notification
@ Barack Obama Enrall to learning activity
@ Donald Trump v | Setup

* | Domain connections
Send message
Export selected users to report
Reports

Archive

5. ClickLearning Activity Results (via selected users)
6. You have the option to view records grouped by user or by training

Inchuc Archived ltams: [o Geowo By [Laarming View Report
27 b M -3
User results
L
===== 3, Learing acoites: 12

12/2/2016 12.55:58 AM (Cosrdinates Universa Time)

Fesult summary (<15} Status cumenacy (-15)

Resut aate Grase Time spent Progres. e esutstatus status

o ¢
W — - i
T ea————F
[ 1 cones [
390115 Poevionaseves Bk Omnn W0 —
Donst Tump wonon Nt woror
[—— w000 e
T S — s Wi ——
e i 000000 it amemptea sEmor
wonon ———
390 122 Bues st g s W )i
Scdeaton/coe of Work wonon Notamemgza  seor
wonon Notanentsd  stor
1590126 Posremen Codeaf wname W0z | I L
s s Complnce wooon T o
wonon T
590127 Undesaniing, Dekcing wnarme wont  — i [ Foeg |
e 00:00.00 Not anempred or
woon e
T T — . [—
Procursmnti 00.:00:00 Mot amempted atrror
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Frequently Asked Questions (FAQS)

1. How do I reset my password?

From the login pagéen(tp://hawaiigov.percepium.con)y clickForgot your username or password?

2. Nothing happens when | click ti&art Quizbutton.

Make sure closed captioningtisur ned of f dfy bcdtitcokn nogn tthhee “bot t om

3.  What score do | need on the quiz to pass the course?

You need 100% pass andhave unlimited attempts

4. How do | know if | passed the course?

You will receive a confirmation email upon completamgSPO Workshop. You can also refer to
your training report to check on your course competprogress.

5. Will | get an email confirmation when | pass a course?

Yes but please do not reply to the confirmation email as it is an unmonitored mailbox. Please
direct comments and inquiries t&po.training@hawaii.gav

6. Will SPO still publish quarterly training reports?

SPO will publish a final quarterly training repaiftier July 12019 that will include all training taken
prior to the SPO Training Portal. Training taken within the SPO Training Portal will be available to
the individual and their Departmental Training Administrator through their respective SPO Training
Portal accouts.

7. Will | have to retake training?

While it is recommended to periodically review SPO Worksmpgpdates and as a refresheat
this time, retaking SPO Workshopsnot required.

8. Wil training that | took prior tahe SPO Training Portal be refledtin theSPO Training Portal

No, training taken prior to the SPO Training Portal will be irfithed quarterly training report

Rev.5/21/19 SPO Training PortBleptAdmin Manual 8| Page


http://hawaiigov.percepium.com/
mailto:spo.training@hawaii.gov

9. The audio restarts from the beginning when | pause then play or adjust the slider.

This is an issue with the web brows#fe recommend switching tinternet Explorer oFirefox.
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